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TITLE 430 - STATE RECORDS  ADMINISTRATOR 

Chapter 5 - DISPOSITION OF RECORDS AND NONRECORD MATERIAL 

001 Protection of Records. All  records made or  received by or under the 
au thor i tv   o f .  or comina into  the  custodv.  control or Dossession  of  Dublic 
off ic ia l ;  and agencies-in any of  the  branches  of  state government 0; any 
local  poli t ical   subdivision,  in  the  course of the i r   publ ic   du t ies ,  are the 

destroyed,  transferred,  removed, damaged, or otherwise disposed o f ,  i n  
property  of the government concerned, and shal l  not  be mutilated,  

whole o r  i n  part,.  except  as  provided by law. . . 

002 Disposal of Records Not Listed on an Approved Records Retention and . 
Disposition.Schedule. . .  

002.01 Whenever any  agency wants t o  destroy or otherwise  dispose of 
r e c o r d s  i n  i t s  custody  or  under i t s  control ' ,which  are not l isted on an  
approved records retention and disposit ion  schedule  applicable  to  that-  
agency,  the.agency head shall   prepare and submit t o  the Administrator, 
on forms  provided by the  Adminis t ra tor ,   a   descr ipt ive ' l is t   of  records 
sought t o  be destroyed  or  otherwise  disposed  of, and a request f o r  the 
approval  of such destruct ion  or   disposi t ion.  

. . .  

.. 002.02 Such l i s t and   r eques t   sha l l  be referred  to   the Board for 
a c t i o n   a t  i.ts .next  regular  or-.special  session. :'. . . "  

,002.03 The State  Archivist   shall  review  each  such request, and i f  the 
State  Archivist   shall   determine  that  the records  are   of .archiva1  or  

rules   affect ing  the  disposi t ion of  archival and h is tor ica l   mater ia l .  
historical   significance' ,   they  shall  be governed by a l l   . s t a t u t e s  and 

002.04 On consideration  of  the l i s t  and request . for   disposal  of 
r e c o r d s ,  the  Board may approve  such disposit ion  thereof  .as may be 
legal and proper,   or may refuse  to  approve any d ispos i t ion ,  and the 
records  as   to  which such determination  has been made  may then be 
destroyed  or  otherwise  disposed  of  in  accordance w i t h  the  approva1,of 
the Board. . .  

... . .  . . . . . , . . . .., , , ! . .  . .  . . . . . .  
. .. 

. . .  . .  . 

. m i c a 1  -s ignif icance,  no d ispos i t ion .of  such .records,  except by 
002.05 I f  any records  shall be determined t o  be of archival   or  

t r ans fe r   t o  the State  Archives,   shall  be allowed  without the wri t ten 
consent  of the State  Archivist  and the  Administrator. 

not; l isted on an'approved records retent ion and disposi t ion schedule, 
002.06 All authorizations fo r   t he  disposal or   destruct ion of  records 

shal l   carry  the  s ignatures  of the  Administrator, the Director of 
Records Management, and the State   Archivis t ,   or   their   designated 
representatives.  A notation  of  the Board action and the  date  i t  was 

Administrator on behalf of the Board. 
taken  shall be made  on the  authorization form and signed by the 
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a u t h o r i z e d  d i s p o s i t i o n  o f   records   has  been  completed. 
002.07 The agency  head s h a l l   i n f o r m  t h e   A d m i n i s t r a t o r  when any 

. .  . . .  

003 D i s p o s a l   o f  Records L i s t e d  on an  Approved  Records  Retention and 
Disposi t ion  Schedule 

a u t h o r i z e d  t o   d i s p o s e   . o f  t h e   r e c o r d s   o f  t h e i r  agencies i n  accordance 
003.01 All state  agency heads  and a l l  l o c a l  agency  heads a r e  

w i t h   r e c o r d s   r e t e n t i o n  and d ispos i t ion   schedu les .   wh ich   a re   app l i cab le  
t o   t h e i r  agencies i f  such  schedules  have  been  approved  by  the 
Admin is t ra to r   pursuant   to   law.  No a d d i t i o n a l   a u t h o r i z a t i o n   t o   d i s p o s e  
o f  r e c o r d s ' i s   r e q u i r e d  i f  s u c h   d i s p o s i t i o n   i s  in accordance  Gith  such 
approved  records   re ten t ion  and d ispos i t ion   schedu les .  

. .  

. . 003.02 When any   reco rds   a re   . d i sposed   o f ' i n   acco rdance   w i th  an 
approved  records   re ten t ion  and d ispos i t ion   schedu le ,   the  agency  head 
s h a l l   . r e p o r t  such   reco rds   d i spos i t i on   t o   . t he   Admin i s t ra to r   on   f o rms  
prov ided  by   the   Admin is t ra to r .  

003.03 When any  agency  -head  wants t o  dispose. o f   r e c o r d s   w h i c h   a r e -  
listed on  an  approved  records  re tent ion  and  d ispos i t ion  schedule,   but  
the.   des i red  d ispos i t ion  . is   not   in .accordance  .wi th   such  .approved 
schedule,  the  agency  head..shal. l   request  approval o f  such  . 'd ispos i t ion 
i n  accordance  wi th   the  laws and t h e   r u l e s   g o v e r n i n g   t h e   d i s p o s i t i o n   o f  
r e c o r d s   w h i c h   a r e   n o t   l i s t e d  on  an approved  records   re ten t ion  and 
d ispos i t ion   schedu le .  . .  

003.04-  Nothing i n  ' these  ru les   sha l l   be   cons t rued so as t o   p r e v e n t   t h e  
t r a n s f e r   o f   s t a t e   r e c o r d s   t o   f a c i l i t i e s   p r o v i d e d   b y   t h e   A d m i n i s t r a t o r  
f o r   t h e   s t o r a g e  and s e r v i c e   o f   s t a t e   r e c o r d s ,  and n o t h i n g   i n   t h e s e  

o f   h i s t o r i c a l   o r   a r c h i v a l   i n t e r e s t   t o   t h e   S t a t e   A r c h i v e s   f o r  permanent 
r u l e s   s h a l l  be const rued so as t o   p r e v e n t   t h e   t r a n s f e r   o f   a n y   r e c o r d s  

p rese rva t i on .  

. .  . .  

004 D isposa l   o f   Nonreco rd   Ma te r ia l  

i e d  within t h e   d e f i n i t i o n   o f   r e c o r d s  as conta ined i n   s e c t i o n  
004.01 I f  n o t  o t h e r w i s e   p r o h i b i t e d   b y  law, nonrecord m a t e r i a l s ,   n o t  

84-1202, R.R.S. 1943', may be   des t royed   a t   any   t ime   by   t he  agency i n  
p o s s e s s i o n   t h e r e o f ,   w i t h o u t   t h e   p r i o r   a p p r o v a l   o f   t h e . A d m i n i s t r a t o r   o r  
t h e  Board. 

004.02 The fo l l ow ing   ma te r ia l s   a re   dec la red   t o   be   non reco rd   ma te r ia l :  

004.02A L i b r a r y   o r  museum m a t e r i a l  made o r   a c q u i r e d  and  preserved 
W f o r  re fe rence   o r   exh ib i t i on   pu rposes ;  
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004.028 Extra copies of documents preserved only  for  convenience 
or reference; 

pFinted materials  preserved for supply  purposes; 
004.02C Stocks  of publications,  reproduced documents,  or  other 

004.020 Extra copies of circulated  materials of which official 
copies have been retained for purposes of record; 

004.02E Reading files and followup  correspondence copies; 

004.02F Identical or  carbon  copies  of  documents maintainhd in the 
-lee', including any method  of duplication; 

004.026 Draft copies  or  work  copies  of  documents  for  which  the 
f i e r s i o n  has been completed; 

I 

004.02H Letters of transmittal that add nothing to the  trans- 
mitted information; 

004.021 Inter-office memoranda; 

004.025 Shorthand notes, stenotype tapes, or sound recordings 
a f t e r e y  have been transcribed; 

004.02K Internal housekeeping  materials. 

004.03 Nothing in this rule shall be construed  to mean  that materials 
=have been  declared to be nonrecord materials are devoid of 
historical value. The  Nebraska State Historical Society shall remain 
the  custodian  of any such materials  which the society may consider to 
be o f  historical value, pursuant to the statutes  which  govern such 
material. 

004.04 Any  questions  or  requests  for  determinations  concerning  the 
historical value of any nonrecord materials, shall be directed to the 

Administrator. 
Nebraska State Historical Society and not to the Board nor  to  the 

11 


